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MEMORANDUM TO AGENCY RECORDS OFFICERS: Guidelines on Paper Acquisition
and Management of Paper Records

By now, you should have received a copy of NARA Bulletin 95-7, Procurement of writing,
copying, and printing papers for Federal records. This bulletin was also sent to Federal
agency printing officers and procurement officers to facilitate your ability to procure the

appropriate paper(s) for your agency's use. In addition to the information in the bulletin,
please keep in mind the following’

« Public Law 101-423 does not mandate Federal use of any particular paper.
» All papers identified in the bulletin can be recycled.

» The alkaline paper manufacturing process described in paragraph 3a of the bulletin not
only costs less than the acid process, but it is also much better for the environment,

« Papers listed in the bulletin are available from the sources provided in paragraph 6c;
other sources are unlikely to be familiar with these products.

The Second Report to Congress on the Joint Resolution to Establish a National Policy on
Permanent Papers, including the law as Appendix A, and other records management and
archival information are available on the NARA information server at http://www.nara.gov.

The report is found under Information for Archivists and Records Managers/Federal Records
Management Information.

Many agencies store paper records in their own space for extended periods of time. The
enclosed information sheet provides guidelines for the care of paper records.

/
. poi
AMES W. MQORE

Agsistant Archivist
r Records Administration

Enclosure

Narinnal Avrhinoc and Records Administration



TO: Heads of Federa! agencies
SUBJECI‘: Pm:runemofwlﬁna. copying, mdpﬁnﬁngpnpmfor}odaalmds

1. Purpose. This bulletin advises agencies to procure permanent and alkaline paper grades
routinely to create all Federal records. This recommendation complies with Public Law (Pub.L.)
101423, Executive Order (E.0.) 12873, and Bnvironmental Protectiotr Agency (EPA) guidance.

Informat on on cost and mihbility’ofplpcranduisdwpm\ddgd.
2. Expirpion. This bulletin cxpires September 30, 1997,
3. Backsyound,

a. Papers used for most documents and publications since the mid-z incteenth century were
highly acidic. The acid in these papers greatly aocelerates their deteric ration and i3 a principal
threat to our documeutary heritage. In the past, the cost of acid-free p: pers was generally
prohibitive. In recent years, the pursuit of inexpansive papermaking te chuiques has resulted in
an incresging replacement of acidic pulps with more economical alkali 1¢ pulps Fortunately, the
alkaline ;rotess also extends paper life by many decades.

b. Public Law 101-423, A Joint Resolution to Establish s National I %olicy on Permanent
Papcrs, cstablishes as the policy of the United States that Federa! recot 43, books, and
publicatisns of enduring velue be produced on acid-fréa permanent pajiars. The Joint Resolution
further nxcommends that Federal agencies require the use of wcid-free sermanent paper for
publicationg of enduring value produced by the Goverament Printing ¢ ffice or by Federal grant
or contrsct, using the specifications for such paper established by the Joint Committes on
Printing: and thal agencics require the use of archival quality acid-free papers for permanently
valueble Federal records and confer with NARA on the raquirements { > paper quality.

¢. Ex:cutive Order 12873, "Federal Recycling, Acquisition, and Ut e of Environmentally

“Preferblc Products and Sefvices,” section 504, and EPA's Racovered Vaterials Advisory Notice

(60FR21386) establishes minimum percentages for recovered waste ar d post-consumer waste

for print ng and writing papers. Although many parmanent and alkalisic papers contain a

significant percentago of recycled material, most do not meet the perci ntages specified by the

E.O. anc. EPA's guidance. However, sections 502(2) and 504(1) of thi: E.O. authorize agencies

to select papers that do not meet content percentages when avazilable it ims fail 10 meet

reasonat le performance standards.



(2) When paper ig the salected format for Federal records:
© « Make two-sided copies.
= Use letter-size instead of legal-size paper. '
- Use envelopes without plastic windows and self-adhesi ve glue. Adbesives
end plastios cannot readily be recycled with paper. .

6. Cost :nd availability of paper for Federal records.

®. Inrecent years, the cost of permanent paper was two to four time | more than generic paper
and the cost of alkaline paper was one-third more than generic paper. 1 Iowever, a recent survey
showed cnly a $% difference between comparable permanent, alkaline snd generi¢ xerographic
paper gredes with the permeanent paper grade costing the least Agenci s should, on s continuing
basis, chuck and compare prices. If, at a given lime, there is a signific: ot cost difference
between sermanent, alkaline, and generic paper grades, NARA will werk with agencies to
identify specific series of permanently valuable records that can be cres ted on permanent paper
without excessive cost,

b. Un ess authorized by the Joint Committes on Printing (JCP), Fed sral departments,
establishinents and services in the District of Columbia must procure b ank paper, including
writing, copying, and printing papers through GI'O in accordance with 44 U.S.C. 1121.
Lacaticn:: outzide of the Washington metropolitan area should procure paper through normal
supply ctannels such as the Government Printing Office (GPO) and the: Federal Supply Service
of the Genera! Sexvices Administration (GSA) in accordance with the 1'ederal Information
Resources Management Reguiation (FIRMR) bulletin B-4.

¢. Amached is a complete list of all JCP specified alkaline and perrt anent paper grades,
including GSA National Stock Numbers (NSN) when svailable. The J O standard specifications
are availible in the "Govemnment Paper Specification Standards, No. 10" on & subscription basis
through the Superintendent of Documents. For purchases and further { sformation, customers
may contact GPO's Chief, Paper and Matgrials Conirol Section at
202-512-3208, FAX 202-512-1569 and GSA's Procurement and Contn cting Office at
212-264-3252, FAX 212-264-4920.

7. NAR:\ assistance, Records officers are encouraged to contact thelr designated NARA
sppraisal archivists for assistance in selecting the appropriate paper for agency records series.
Qucstion:: may also be directed to the NARA Office of Records Administration, Agency
Services Diviglon gt 301-713-6677, FAX 301-713-6850, TDD 301-713-6760,

JOHN W. CARLIN
Archivist of the United States

Armachment



LIST OF PAPERS FOR
FEDERAL RECORDS

Following is the complete list of all permanent and alkaling paper gracles spocifisd by the Joint
Commit e on Printing (JCP) which are available from the Governme: tt Printing Office (GPO).

Compatible General Services Adminisuration (GSA) National Stock Numbers (NSN) are also
listed.

The list “yegins with permanent snd slkaline papers especially well-zul od for routine usc in laser
printers ind high speed xerographic copiers since most Federal record:: result from these
processes. Annotations helpful to ths average user are offered.

For prios and further information, customers may contact: GPQ's Chi of, Paper and Materisls
Control Section at 202-512-0208, FAX 202-512-1569 and GSA's Pro urcment and Comracting
Office al 212-264-3252, FAX 212-264-4920.

LASER AND XEROGRAFHIC PAPERS
Pergancat:
1.* GS2. NSN 7530-01-398-2656 25% Bond, White, 20 Tb., 8-1/2":11" (mexts JCP G40)

2. GSA NSN 7530-01-398-2654  Plain Copier, Xerographic, Whit, 20 Ib_8-1/2"x11"
(meets JCP 060)

3. GSA NSN 7530-01-398-2655  Plain Copier, Xerographic, Whitr, 20 Ib,, 8-1/2"x14"
(meets JCP 060)

4. JCP (M0-Option A, 25% Bond, Whils and Colored. For stationery, forms, legal documents,
ledgers, 11c. which are used in high spesd photocopiers, laser printers, slain paper telefacsimile
machines, and impact-type computer printers and with pen or pencil. .\bove average
performance for rwo-sided copying and erasing quality. Watermarked with U.S. seal, yesr, and
recycled symbol,

S. JCP (i60-Option A, Opacified Bond, White and Buff. Greater opacity thay G40. Uses and
watermark tame as (G40,

6. JCP C60-Option A, Plain Copier, Xerographic, White, Natural, and Colored. For high speed
pholocopiers, laser printers, and plain paper telefacsimile machines.

* Meets recovered and postoonsumer materials percentages citad in Ex scutive Order 12873,
Feders) Fecycling, Acquisition, and Use of Exvironmentally Preferable: Products and Services



Alkaline:

7.* GSA NSN 7530-01-398-2652 Recycled Plain Copler, Xer sgruphic, White, 20 lb
8-1/2"e11" (meets JCP oes)

8% G5/ NSN 7530.01-398-2653 Recycled Plain Copur Xerographi 3, White, 20 b,
8-172"214" (meets SCP 065)

9. JCF ()65, Recycled Plain Capier, Xerographic (when ordering fron. GPO, request special

alkaline modification). For high speed photocopiers, laser printers, an 1 plain paper telefacsimile
machine:.

» Mccols ecovered and postconsumer materials percentages cited in Ex scutive Order 12873,
Pederal Itecycling, Acquisition, and Use of Environmentally Preferabl » Products and Services

ADDITIONAL PAPERS COMMONLY USED IN OFFICES
Bermane 1t Papers:

10. JCP A270 Uncoated Parmanent Book, White and Crea;n White. For two-sided offset
printing nf books, pamphlets, meps, etc.

11. JCP H30-Option A, Tmitation Parchment, Laser-Finish, White and Colored. For

high-quallity offset printing of certificates, etc, Suiteble for line illustr: rions and embossing.
The 24 pound weight can be used in photocopiers and laser printers.

Alkaline Papers:

12. JCP A60-Option A, Offses Book (w/postconsumer material content). For two-sided printing
of bools, cutalogs, folders, ete. The 20 pound weight is suitable for pcsters. Contains a
minimun. of 20% postconsumer material

13. JCP A61-Option A, No. 1 Offsct Book, Smooth-Finish. For highe st quality two-sided offset

14, JCP A75-Option A, Light Weight Offset Book (Bible Paper).

15. JCP A80-Option A, Opacified Offset Book.

16. JCP A90-Option A, Vellum-Finish Book

17. JCP A130-Qptiom A, Litho (Gloss) Costed Book. For high quality offset printing of books,



22. JCP'K10-Option A, Index, White and Colored. For two-sided prh ting of cards, forms,
notices, JOSters, covers, etc. thummdmtypmnmmdwhpencrpaml

23. JCP L.10-Option A, Litho (Gloss) Coated Cover, White and India [int. Uses same as A180,
but as a cover paper,

24. JCP L20-Optioa A, Vellum-Finish Cover, White and Colored.
2S. JCP L23-Option A, Offset Cover.

26. JCP .50-Option A, Mane Coated Cover.

27. JCP .60-Option A, Dull Coated Cover.



